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In this booklet, the term public servant refers exclusively to those federal em- 
ployees who come under the requirements and protection of the Public Service 
Employment Act. Federal employees who work for a number of Crown agencies 
and corporations, such as the Canadian National Railway, Air Canada, Canada 
Post and the Canadian Broadcasting Corporation, are not included in this definition. 
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You don’t have to live in the National 
Capital Region to work in the federal 
Public Service: Canada’s one-quarter 
million public servants can be found not 
only in every major city across the coun- 
try, but in many smaller communities as 
well. 


Public servants provide a variety of 
skills and professional services to 
Canadians every day. Truck drivers, 
teachers, lawyers, gardeners, clerical 
workers, architects, lab technicians, 
maintenance workers — in fact, practi- 
tioners of virtually every skill or profes- 
sion in Canada — put their talents to use 
in carrying out the programs and 
policies resulting from Parliamentary 
legislation. 


Many of today’s public servants were 
hired during the late 1960s and early 
1970s, aperiod of rapid expansion that 
has now tapered off. This does not 


mean that new applicants are 
discouraged; high-calibre, skilled 
employees will always be sought to pro- 
vide the best service to Canadians. 


This booklet will provide you with some 
useful information about employment 
in the Public Service of Canada. If, after 
examining it, you need additional infor- 
mation, contact your nearest Public 
Service Commission of Canada office 
(PSC) or Canada Employment Centre 
(CEC), depending on the occupation 
that interests you. PSC addresses and 
telephone numbers are listed at the 
back of this booklet. 


Staffing, the PSC and the merit 
principle 


The Public Service Commission of 
Canadais the central staffing agency for 
the federal Public Service. Its primary 
function is to ensure that all Public Ser- 
vice positions are staffed according to 
the merit principle. 


Aware from the beginning of the cen- 
tury that the potential for such abuses 
as patronage must be removed from 
the Public Service appointment pro- 
cess, Parliament has built provisions 
into the legislation over the years that 
have led to impartial selection 
procedures. 


The principle underlying today’s Public 
Service Employment Act, from which 
the PSC takes its staffing authority, is 
that all appointments must be based on 
merit. Thus, the knowledge, ex- 
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perience and abilities of candidates are 
evaluated against the requirements of 
the position being filled, with the best 
qualified person being selected for the 
job. 


In keeping with the merit principle, 
only those applicants who best meet 
the professional requirements of vacant 
positions, including requirements for 
proficiency in one or both of Canada’s 
official languages, are hired to fill Public 
Service vacancies. 


Staffing delegated to 
departments 


The PSC has delegated much of the 
authority for staffing to individual 
departments and to the Department of 
Employment and Immigration, which 
recruits through its Canada Employ- 
ment Centres (CECs); the PSC has 
established safeguards to protect the 
moarit nrincinic 


In some cases, persons seeking 
employment in the Public Service 
should apply to the PSC, while in other 
cases, they should apply directly to the 
departments that have the authority to 
recruit for certain types of jobs. More 
details on “Departments that recruit 
directly” are found on page 26 of this 
booklet. 


Staffing and Crown corporations 


The PSC does not staff Crown corpora- 
tions such as the Canadian Broad- 
casting Corporation, the National Film 
Board, the National Research Council 
and the Canada Post Corporation. You 
must, therefore, contact the personnel 
or staffing offices of these corporations 
directly. 


If you are interested in employment with 
Canada Post, you may apply either to 
the nearest Canada Employment Cen- 
tre or to your local post office. 


Generally speaking, to become a public 
servant you must be successful in a 
competition for aparticular position. A 
competition is a selection process for 
determining which of the available can- 
didates is best qualified for a vacant 
position. Some competitions are open 
only to public servants. Many competi- 
tions are open to both public servants 
and the public. Once acompetition has 
been opened to the public, two main 
sources of candidates from outside the 
public service are used to fill the 
vacancy: 


e inventories of applicants who have 
previously expressed interest in public 
service employment, and whose 
applications indicate that they possess 
the minimum requirements of the posi- 
tion under competition. See the follow- 
ing section for more information on 
inventories and how to be included 
in them. 


e advertisements, usually in the career 
pages of newspapers and professional 
journals, inviting members of the public 
to apply for a competition. In certain 
situations, vacancies may also be 
advertised on the radio, television or 
posters on university or college 
campuses. 


Thus, if you wish to join the Public 
Service, two courses are open to you. 


e You can apply at any time to be 
includedinaninventory. From time to 
time, advertisements seeking can- 
didates for inventories are also placed 
in career pages of local newspapers, 
but you need not wait for these. 


e You can keep scanning the adver- 
tisements for a position that interests 
youand then apply for the competition. 


Your chances of being invited to acom- 
petition are considerably greater if you 
are already in an inventory. You 
should, however, continue to apply 
directly for specific positions which are 
advertised, even though your applica- 
tion is already in an inventory. 


Canada Employment Centres also 
maintain inventories of candidates for 
certain types of positions. So, insome 
cases, prospective public servants 
should apply to the PSC and to their 
local Canada Employment Centre for 
employment. 


See the following pages for more 
information. 


The Public Service Commission main- 
tains a computerized inventory of 
applicants called the National Applicant 
Inventory System. If your application 
for employment is accepted, you will be 
considered when a job requiring your 
skills becomes available. If you 
indicate that you are willing to re-locate, 
you may be considered for vacancies 
anywhere in Canada. 


Canada Employment Centres (CECs) 
also maintain inventories that are 
used to make referrals to vacant Public 
Service positions in two categories — 
Operational and Administrative Sup- 
port. Please refer to the “Category 
guide” section for more information on 
these and other categories of employ- 
ment in the Public Service. 


The inventories reflect the six broad 
occupational categories into which all 
Public Service positions are organized. 


© Scientific and Professional 
Administrative and Foreign Service 
Technical 

Administrative Support 
Operational 

Management 


Applications for employment 
If you wish to have your name included 
in an inventory, employment applica- 
tion procedures depend upon: 


e the occupational categories to which 
your experience and education are 
suited, and 


¢ whether recruitment for the types of 
positions within your chosen category 
is carried out by the PSC, CECs or by 
individual departments. (Departments 
that recruit directly are listed at the end 
of this booklet.) 


Your first step should be to determine 
which of the six categories is best suited 
to your skills and qualifications. Then, 
refer to the ‘Category Guide” pages of 
this booklet, which provide you with a 
general description of the types of posi- 
tions available within these categories 
and further notes on employment 
application procedures. Procedures 
are the same whether you are seeking 
“permanent employment” (a phrase 
often used to refer to an indeterminate 
appointment), ‘temporary employ- 
ment’ (often used to refer to a 
term appointment), or part-time 
employment. 


Temporary or term appointments are 
made to fill temporary needs for periods 
lasting from a few weeks to a year or 
more. Youmay wish to consider aterm 


position, since both term and indeter- 
minate employees are normally eligible 
to compete in internal Public Service 
competitions. Some departments are 
authorized to recruit candidates for term 
positions of less than six months, 
through the CECs; appointees to these 
positions are not eligible to apply in 
internal competitions. 


The PSC also conducts special post- 
secondary recruitment activities to 
encourage applications from recent 
graduates of universities, community 
colleges, CEGEPs and technical 
institutes in specific disciplines in 
demand. Interested applicants may 
contact their own campus placement 
office or the nearest PSC office for 
details. 


Your qualifications and the Public 
Service’s needs 

Once your employment application has 
been received by the PSC, it will be 
studied to determine whether you meet 
the basic requirements for positions in 
the occupational group to which you 
have applied. Your education, 
experience and skills will be taken into 
consideration. Insome cases you may 
be asked to take askills test or to come 
to an interview to enable the PSC to 
obtain additional information about your 
qualifications. 


This information is assessed against the 
present and anticipated needs of the 
Public Service. If these needs mesh 
with what you have to offer, you will be 
informed that your file has been added 
to the National Applicant Inventory 
System, which enables PSC offices 
across Canada to have access to your 
application for employmentas suitable 
vacancies become available. 


Being in the inventory does not 
automatically guarantee you a job 
offer. However, itdoes maximize your 
chances of being considered for those 
vacancies open to the public for which 
you have met the basic requirements. 


Because employment applications are 
retained on file for a limited time only, 


usually four months, you should 
periodically inform the PSC of your con- 
tinued interest in employment with the 
Public Service. You may also update 
your file by contacting any of the PSC 
offices across Canada. 


When a department or agency has an 
opening, the PSC office sends the files 
of interested, available candidates who 
meet the basic requirements of the 
vacant position. It is the responsibility 
of the department or agency to select 
the person best-suited for that position. 


Competitions provide managers with 
opportunities to fill vacant positions by 
selecting persons most likely to prove 
effective from among many qualified 
candidates. Competitions that are 
closed or confined to applicants who 
are already in the Public Service pro- 
vide employees with opportunities for 
promotion and career development 
within the Public Service. Competi- 
tions that are open to the general public 
give managers a good chance to find 
new talents and skills from outside the 
Public Service. Inventories are the most 
frequently used source of candidates 
for open competitions. 


If you are invited to compete for a posi- 
tion, you may be asked to take a test or 
be called to an interview by aselection 
board, or both. Candidates are rated on 
specific areas of knowledge and 
abilities, as well as personal attributes, 


against the requirements of the vacan- 
cy being filled. Then, the board 
members must decide which of the 
referred candidates best demonstrates 
the required skills and capabilities. 


The Commission provides for the use 
of special assessment methods for 
those candidates who would not other- 
wise be able to demonstrate their 
qualifications. For example, the 
hearing-impaired may have a sign 
language interpreter present or make 
use of special equipment; Braille texts 
and audio cassettes are available for the 
sight-impaired. 


After allassessments have been com- 
pleted, the board members rank 
qualified candidates in order of merit. 
This ranking takes into consideration 
the statutory preferences accorded to 
veterans and Canadian citizens, as pro- 
vided for in the Public Service Employ- 
ment Act. The top-rated candidate 
receives the first offer for the position: 
should that person decline, the second- 
rated qualified candidate receives the 
offer, and so on. 


Benefits vary according to the type of 
appointment made (whether indeter- 
minate, temporary, or part time) and 
according to the collective agreement 
in effect for the particular occupational 
group. In general, the Public Service 
offers its employees the same benefits 
offered by most private employers. 


The following working conditions are 
applicable to most full-time employees 
who have been hired for an indeter- 
minate period: 


e 37'/, hour work week 
e 15 days cumulative vacation leave 


annually 
e 15 days cumulative sick leave 
annually 
® one civic and 10 statutory holidays 
per year 


e pension, hospital, medical and 


insurance plans. 
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Members of the Management Category 
are excluded from collective bargain- 
ing and are compensated under a plan 
comparable to the private sector, with 
the upper limits of the salary range set 
by the Government. In addition to basic 
salary, the plan provides for annual 
merit increases and possible perfor- 
mance awards. 


conditions 


Employees also have opportunities to 
take part in high-quality courses offered 
through the training units and special 
development programs offered by their 
own department or by the PSC. 


It should be noted that, upon appoint- 
ment, employees must take and 
subscribe to the oath or affirmation of 
allegiance and the oath or affirmation 
of office andsecrecy. Employees must 
abide by the guidelines on political 
activity and conflict of interest. 


A detailed pamphlet on the benefits and 
working conditions in the federal Public 
Service is available at your nearest PSC 
Office. 


The Government of Canada is 
dedicated to the principle of equality for 
all Canadians. The Canadian Charter 
of Rights and Freedoms and the Cana- 
dian Human Rights Act are the govern- 
ment’s pledges to equal opportunity 
and the elimination of discrimination. 
The Public Service Employment Act 
ensures the same within the Public 
Service. 


In June 1983, the government 
announced an affirmative action 
strategy to enhance participation 
of under represented groups, par- 
ticularly women, native people and han- 
dicapped persons, at all levels of 
employment, by identifying and 
eliminating the barriers that may be hid- 
den in employment systems, barriers 
often based on past practices or 
customs; these barriers are known as 
systemic discrimination. 


The Public Service Commission, 
together with departments, is commit- 
ted to ensuring that all Canadians have 
an equal opportunity to be considered 
for Public Service employment. 
Special programs, operated by the 
PSC, have been established to provide 
employment opportunities to members 
of underrepresented groups to ensure 
their equitable, balanced representa- 
tion at all levels in the Public Service. 


Two programs have been especially 
designed for Canada’s native people. 
The Northern Careers Program pro- 
vides employment opportunities in the 
north; the National Indigenous Develop- 
ment Program (NIDP) offers manage- 
ment training and experience to native 
people who are interested in 
managerial and advisory positions in 
the Public Service. 


The aim of the Program of Services to 
Handicapped People is to recruit and 
refer disabled persons to departments. 


Information, advice and assistance is 
provided to both applicants and depart- 
mental personnel. As well, a special 
access program for handicapped peo- 
ple provides on-the-job training for 
disabled persons who lack work 
experience. Technical aids are 
available to assist participants. 


The PSC administers an equal oppor- 
tunity program for black people in Nova 
Scotia to increase the representation of 
black Nova Scotians in the federal 
departments and agencies in that 
province. 
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The Women’s Career Counselling and 
Referral Bureau has been created 
to attract women with management 
potential to senior levels and to par- 
ticular occupational groups. The 
Bureau provides a career counselling 
service for women at certain levels 
within the Public Service and also 
extends the service to women holding 
senior positions in the private sector 
who are interested in a management 
career in the Public Service. 


Information on each of these special 
programs is available from the nearest 
PSC office. Check the list of addresses 
at the end of this booklet. 


Category guide ; 


Post-secondary education in ascientific 
or professional field is required to join 
one of the 29 groups in this category, 
which employs 10 per cent ofall public 
servants. Forsome positions, aprofes- 
sional qualification or occupational 
certification may be required. 


Application forms are available at 
Canada Employment Centres and PSC 
offices. 


Most members of the Agriculture, 
Education, Home Economics, Law, 
Meteorology, Nursing, Social Work, 
Defence Scientific Service, University 
Teaching and Veterinary Science 
groups are recruited directly by the 


departments that employ them. 
For the appropriate addresses, see 
page 26 of this booklet, under 
“Departments that recruit directly.” 


To work in any other group 

in this category, apply to the 
nearest PSC. office. 

See page 29 for a list of PSC 

office addresses. 


Occupational groups within this 
category 


Actuarial Science (AC) 

Evaluation of actuarial liabilities; deter- 
mination of premiums and contribu- 
tions for insurance, annuity and 
pension plans. 


Agriculture (AG) 

Promotion, development and regula- 
tion of the agricultural industry and 
trade; planning and conducting quality 
control; analysis of agricultural market 
trends; regulation of market practices; 
administration of financial incentives 
and subsidies. 


Architecture and Town Planning 
(AR) 

Conceptual and detailed planning of 
buildings and related works; planning 
and design of outdoor environments; 
supervision of construction work. 


Auditing (AU) 

Planning, execution and control 
of external audit programs for federal 
government organizations, busi- 
nesses, individuals, provincial and 
municipal governments. 


Biological Sciences (BI) 

Analysis, classification and survey of 
plants, animals, micro-organisms and 
food products; management of wildlife 
and other biological resources. 


Chemistry (CH) 

Analysis, interpretation, evaluation, 
classification and measurement of the 
chemical composition and behaviour 
of materials against chemical 
standards. 


Dentistry (DE) 

Prevention, diagnosis and treatment of 
dental disease and abnormal dental 
conditions; operation of dental clinics 
in federal institutions; provision of 
specialized dental services; conduct 


of dental public health programs in 
remote locations. 


Defence Scientific Service (DS) 
Conduct of research and development 
to advance defence science and 
technology; development of new and 
improved military equipment, 
systems, and operational capabilities: 
provision of advice and analysis 
related to national, international, 
strategic and military matters. 


Education (ED) 

Teaching and counselling of students 
in Indian and Northern schools; educa- 
tion, training and counselling of youths 
and adults in out-of-school programs, 
as in correctional institutions; teaching 
English, French or a foreign language 
to public servants; conducting 
research. 
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Engineering and Land Survey (EN) 
Planning, design, construction and 
maintenance of physical and chemical 
processes, systems, structures and 
equipment; survey and measurement 
of the earth’s surface; development and 
application of engineering standards 
and procedures. 


Economics, Sociology and Statistics 
(ES) 

Conduct of economic and sociological 
research and surveys; provision of 
quantitative and qualitative information; 
development of recommendations on 
the economic and sociological aspects 
of programs and developments that 
affect groups, regions, industries and 
the economy. 


Forestry (FO) 

Surveys, analyses and studies of 
forests and forest products; manage- 
ment of forest lands. 


Home Economics (HE) 
Development of standards and guides 
for human nutrition and dietetics; 
management of food services. 


Historical Research (HR) 

Research and conduct of programs to 
promote and disseminate knowledge 
of human history and culture. 


Law (LA) 

Drafting and interpretation of legislation; 
preparation of contracts, leases, and 
other legal documents; representation 
of litigants; provision of legal research 
and editing services. 


Library Science (LS) 

Selection, acquisition, subject analysis 
and organization of recorded 
knowledge; provision of reference and 
bibliographic services; development 
and compilation of catalogues, 
bibliographies, indexes, etc.; develop- 
ment and utilization of manual and 
automated systems for recording, stor- 
ing, and retrieving information in library 
systems. 


Mathematics (MA) 
Development or application of 
mathematical methods; solving 


mathematical or statistical problems in 
the natural, physical and social 
sciences; writing and editing papers 
and reports. 


Medicine (MD) 

Promotion of public and individual 
health; prevention, diagnosis and treat- 
ment of disease, disability and abnor- 
mal physical and mental conditions. 


Meteorology (MT) 

Analysis and forecasting of weather 
and climatic phenomena; development 
of instruments and methods for obser- 
ving and recording atmospheric 
phenomena. 


Nursing (NU) 

Assistance to medical doctors in 
federal institutions; conduct of illness 
prevention and health promotion pro- 
grams in federal institutions and remote 
locations; provision of outpatient ser- 
vices and emergency treatment in 
remote locations. 


Occupational and Physical Therapy 
(OP) 

Conducting treatment and develop- 
ment programs for occupational or 
physical therapy patients. 


Physical Sciences (PC) 

Analysis, interpretation, classification, 
measurement and survey of matter, 
physical composition and behaviour of 
earth and space. 


Pharmacy (PH) 

Compounding and dispensing of drugs; 
maintenance and control of drug 
stocks; appraisal of submissions on 
new drugs. 


Psychology (PS) 

Behaviour research, assessment and 
therapy; counselling; development, 
administration and assessment of tests 
for staff evaluation purposes. 


Scientific Research (SE) 

Planning, conduct and evaluation of 
fundamental and applied research in 
the biological, chemical, natural and 


physical sciences; provision of advice 
on the direction, conduct and manage- 
ment of federal scientific programs. 


Scientific Regulation (SG) 
Inspection of techniques and technical 
processes and products to ascertain 
conformity with prescribed standards: 
examination of patent applications. 


Social Work (SW) 

Promotion of individual, group and 
community welfare through identifica- 
tion and assessment of social needs; 
planning, development and conduct of 
social welfare programs and services 
to lessen, remove or prevent physical, 
emotional and material problems. 


University Teaching (UT) 
Conducting study courses for under- 
graduates and post-graduates in Cana- 
dian military colleges; conduct and 
direction of related research. 


Veterinary Science (VS) 

Prevention, diagnosis and treatment of 
animal diseases; examination of 
animals, their organs and tissues, to 
determine whether they are diseased 
or potentially harmful to humans or to 
other animals; evaluation of veterinary 
drugs. 
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Approximately 24 per cent of all public 
servants belong to this category, which 
comprises 13 occupational groups. 
Normally, post-secondary education 
and/or related administrative ex- 
perience are needed. 


Application forms are available at 
Canada Employment Centres and PSC 
offices. 


For positions in the Translation group, 
send completed application forms 
directly to the Department of the 
Secretary of State of Canada. The 
address is listed on page 26 of this 
booklet under ‘Departments that recruit 
directly.” 


Entry to the Foreign Service group is 
only at the developmental (training) 
level. The PSC administers acompeti- 
tion, usually held each year in the fall, 
aimed at attracting university 
graduates. Interested applicants may 


obtain more information at the nearest 
PSC office, or by writing to: 


Special Projects and Services Section 
Operations Staffing Support and 
Services Division 

Public Service Commission of Canada 
300 Laurier Avenue West 

Ottawa, Ontario 

K1A OM7 


For all other types of positions in this 
category, apply to the nearest PSC 
office. See page 29 of this booklet for 
a list of PSC office addresses. 
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Occupational groups within this 
category 

Administrative Services (AS) 
Provision of day-to-day management 
services for departments and agencies. 


Administrative Trainee (AT) 
Development of administrative skills 
and knowledge by study, instruction 
and experience in preparation for 
reassignment in the Administrative and 
Foreign Service Category. 


Commerce (CO) 

Planning, execution and control of pro- 
grams for economic development and 
those designed to promote the 
establishment, growth and improve- 
ment of industry, commerce, and 
export trade; regulation of trade and 
commerce. 


Computer Systems Administration 
(CS) 


Planning, execution and control of data 
processing services involving 
computers. 


Financial Administration (Fl) 
Planning, execution and control of 
federal accounting, budgetary and 
financial management practices, 
systems and procedures; examination 
of departmental spending proposals; 
provision of advice on use of financial 
resources. 


Foreign Service (FS) 

Development and conduct of Canada’s 
diplomatic and commercial policies and 
interests abroad and in international 
organizations; negotiation of matters 
affecting political, cultural and 
economic relations between Canada 
and other countries; explanation and 


al 
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application of Canadian legislation and 
policies in other countries; protection 
and advancement of Canadian 
interests abroad. 


Information Services (IS) 

Planning, execution and control of 
programs to promote and provide infor- 
mation about government activities; 
planning, production and distribution of 
publicity material. 


Organization and Methods (OM) 
Development and provision of advice 
on improved methods and systems 
through analysis of the organization and 
operations of departments and 
agencies. 
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Personnel Administration (PE) 
Planning, execution and control of per- 
sonnel administration programs such 
as recruitment, classification, staff rela- 
tions, human resource planning, train- 
ing and development. 


Purchasing and Supply Group (PG) 
Planning, execution and control of pur- 
chasing and supply programs to meet 
the requirements of federal depart- 
ments and agencies; negotiating and 
awarding contracts for goods and 
services. 


Program Administration (PM) 
Planning, execution and control of pro- 
grams aimed atthe public, for example, 
taxation, immigration, environmental 
services, transportation and health 
programs. 


Translation (TR) 

Translation in writing or speech; simul- 
taneous and consecutive interpretation 
of one language to another. 


Welfare Programs (WP) 

Planning, execution and control of 
programs of social and economic 
development, settlement, adjustment 
and rehabilitation for those people to 
whom the federal government has a 
special responsibility, i.e., veterans, 
native people, inmates and parolees. 


The Technical Category includes 13 
occupational groups and employs 
about 12 per cent of all public servants. 
Normally, successful completion of 
secondary school is required; however, 
specialized technical training and 
experience may also be required for 
certain positions. 


Application forms are available at 
Canada Employment Centres and PSC 
offices. 


Members of the Aircraft Operations, Air 
Traffic Control, Primary Products 
Inspection, Radio Operation, Ships 


Officers and Educational Support 
groups are recruited directly by the 
departments that employ them. For the 
appropriate addresses, see page 26 of 
this booklet, under ‘“‘Departments that 
recruit directly.” 


To work in any other group in this 
category, apply to the nearest PSC 
office. See page 29 of this booklet for 
a list of PSC office addresses. 


Occupational groups within this 
category 


Air Traffic Control (Al) 

Control of air traffic to ensure safe and 
expeditious movement through con- 
trolled airspace and on airport 
manoeuvring areas. 


Aircraft Operations (AO) 

Piloting, inspection, and regulation of 
aircraft, aircraft equipment, and aviation 
facilities. 


Drafting and Illustration (DD) 
Drafting of technical drawings, maps 
and charts; compilation of data for the 
construction of maps and charts; 
preparation of illustrations. 


Engineering and Scientific Support 
(EG) 

Analytical, experimental and 
investigative duties in the natural and 
physical sciences; design, construc- 


tion, modification, calibration, 
maintenance, and operation of equip- 
ment required for observation, calcula- 
tion, recording and interpretation of the 
results of tests and analyses. 


Electronics (EL) 

Design, construction, installation, 
inspection, maintenance and repair of 
electronic and associated equipment: 
enforcement of regulations governing 
the use of such equipment. 
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Educational Support (EU) 
Instruction of people of different age 
groups, in schools or in out-of-school 
programs as, for example, teachers’ 
aides, language instructors, physical 
education instructors. 


General Technical (GT) 

Provision of technical services in a 
variety of positions, Such as paper 
conservators, glass blowers, weather 
observers, conservation officers, park 
wardens, fishery officers and audio- 
visual technicians. 


Primary Products Inspection (Pl) 
Application of statutes, regulations and 
standards affecting agricultural, fishery 
and forestry products. 


Photography (PY) 
Operation and use of cameras, 
accessories and photographic pro- 
cessing equipment. 


Radio Operations (RO) 

Operation of electronic equipment to 
communicate information for the safe 
and expeditious movement of aircraft 
and vessels; monitoring radio aids to 
navigation. 


Social Science Support (SI) 
Conduct of surveys, studies, projects 
and tests in social sciences; identifica- 
tion, description and organization of 
archival, museum, gallery and library 
materials; editing of legislation; pro- 
viding advice on legal problems. 


Ships Officers (SO) 

On-board command and control of 
civilian-staffed vessels, floating plants 
and related equipment; piloting ships in 
harbours; instructing and training other 
ships officers. 


Technical Inspection (Tl) 

Inspection of equipment and supplies 
purchased by the federal government; 
inspection of the manufacture, opera- 
tion, maintenance and repair of equip- 
ment, materials and measuring 
devices. 


The largest category in the Public Ser- 
vice, the Administrative Support 
Category comprises five occupational 
groups and employs approximately 
32 per cent of Canada’s public ser- 
vants. Normal requirements include 
successful completion of two years of 
secondary school education. 


Application forms are available at 
Canada Employment Centres and PSC 
offices. 


Outside the National Capital Region, 
apply to your nearest Canada Employ- 
ment Centre (listed in the local 
telephone directory). Be sure to men- 
tion that you are interested in joining the 
federal Public Service. 


Within the National Capital Region, 
apply to: - 


Public Service Commission of Canada 
Vanguard Building 

171 Slater Street 

Ottawa, Ontario 

K1A OM7 


Occupational groups within this 
category 


Communications (CM) 

Operation of a variety of teletype and 
associated equipment; preparing, 
receiving, transmitting and relaying 
messages; performance of related 
clerical processes. 


Clerical and Regulatory (CR) 
Collecting, recording, arranging, 
transmitting and processing of informa- 
tion; filing and distribution of records; 
operation of telephone switchboards: 
direct application of rules and 
regulations. 


Data Processing (DA) 

Operation, scheduling or immediate 
supervision of electro-mechanical 
equipment, electronic computing 
devices and auxiliary equipment used 
in data processing for reporting, storing, 
extracting and comparing information. 


Office Equipment (OE) 

Operation of office equipment to com- 
pute and post data, to emboss plates 
and address mail, to reproduce copy 
and other material. 


Secretarial, Stenographic, Typing 
(ST) 

Typing, stenographic, secretarial, court 
reporting services and related clerical 
services; taking and transcribing dicta- 
tion from shorthand notes or transcrib- 
ing machines; composing and typing 
letters, memoranda and reports. 
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Approximately 20 per cent of the Public 
Service work force is employed in the 
Operational Category, which com- 
prises 10 occupational groups. 


Members of the Correctional Services 
(CX) group are recruited directly by the 
Correctional Service of Canada. For 
the addresses, see page 26 of this 
booklet, under ‘‘Departments that 
recruit directly.” 


To work in any other group in this 
category, apply directly to the nearest 
Canada Employment Centre, making 
sure to mention that you wish to join the 
federal Public Service. 


Application forms are available at 
Canada Employment Centres. 


Occupational groups within this 
category 


Correctional Services (CX) 

Custody and control of inmates in cor- 
rectional institutions; training of staff 
engaged in correctional work; 
understanding and influencing inmate 
behaviour. 


Firefighters (FR) 

Fire protection, fire prevention, airport 
emergency and rescue duties as active 
members of the firefighting force. 


General Labour and Trades (GL) 
Performance and supervision of a wide 
variety of occupations, for example, 
farm-hands, truck drivers, carpenters, 
sheet-metal workers, mechanics, 
machinists and plumbers. 


General Services (GS) 
Cleaning and servicing of buildings and 
adjacent grounds: preparation of food 


and performance of related activities: 
custody of buildings and other proper- 
ty; receiving, storing, controlling and 
issuing stock; provision of laundry, dry- 
cleaning, messenger, housekeeping, 
personal and other services. 


Heating, Power and Stationary Plant 
Operation Group (HP) 

Operation and maintenance of sta- 
tionary plants for the generation of heat, 
electricity or steam, for refrigeration or 
air conditioning, for sewage treatment 
and disposal, for water supply and treat- 
ment, and for pumping and storage of 
liquids in bulk. 


Hospital Services (HS) 

Provision of service duties in hospitals 
and other patient-care units, for exam- 
ple, non-professional patient-care, 


hospital equipment maintenance, 
assisting professional and technical 
staff. 


Lightkeepers (LI) 
Operation and maintenance of light- 
station equipment. 


Printing Operations (PR) 
Reproduction and binding of text 
material and illustrations: directing 
print shop operations. 


Ships Crews (SC) 

Operation of civilian-staffed vessels, as 
an able seaman/woman, boatswain, 
oiler, dredge foreman/woman, chief 
cook or steward/stewardess. 


Ship Repair (SR) 
Dockyard positions involving the repair, 
modification and refitting of vessels. 
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To apply to this category, submit a 
resume to: 


Management Category Resourcing 
Program 

Public Service Commission of Canada 
300 Laurier Avenue West 

Ottawa, Ontario 

K1A OM7 


in 


comes cca AUB 


Description 


The Management Category was 
created in 1981 toidentify an integrated 
top management group responsible for 
the efficient delivery of government pro- 
grams. Approximately 1.6 per cent of 
all public servants belong to this 
category. 


Applicants for the Management 
Category must have extensive and 
varied management experience, 
preferably with large organizations, and 
arecord of high performance. Also re- 
quired are a general knowledge of 
Public Service management objectives 
and an informed awareness of the pro- 
blems and trends in Canada. 


Incumbents are engaged in policy for- 
mulation, program development and 
delivery, the design and operation of 
management systems, personnel and 
financial administration, and public 
affairs. 


The category encompasses the senior 
personnel directly below the Deputy 
Minister andis made up of two groups: 
the Executive Group (EX), which has 
five levels and, immediately below it, 
the Senior Management Group (SM), 
whichhas only one. About 80 per cent 
of the the members of this category are 
located in the National Capital Region. 
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Some departments recruit certain 
specialists directly because they 
employ these specialists either 
exclusively or in greater numbers than 
other departments. These specialists 
are employed in a variety of occupa- 
tional groups, which have been listed 
below. 


Some occupational groups, identified 
below with an asterisk(*), are also 
employed in departments other than 
those for which an address is given. If 
you are seeking employment in one of 
these occupational groups, in addition 
to contacting the department directly, 


you should forward an application to the 
nearest PSC office. A list of PSC offices 
is included at the end of this booklet. 


Many departments recruit on aregional 
basis, through their regional offices. 
However, the headquarters offices at 
the addresses given below will respond 
to your application by providing you 
with the appropriate regional address 
and other information. 


Occupational group 


Actuarial Science (AC) 
Agriculture (AG) 


Air Traffic Control (Al) 


Aircraft Operations (AO) 
Civil Aviation Inspectors (AO-CAI) 
Helicopter Pilots (AO-HPS) 
Executive Pilots (AO-EPS) 


*Correctional Services (CX) 
Defence Scientific Service (DS) 


*Education, 
Elementary and Secondary School 
Teaching (ED-EST) 


*Education Support 
Teacher's Aide (EU-TEA) 


Home Economics 
Advisor (HE-ADV) 
Dietician (HE-DIT) 


Law (LA) 
Meteorology (MT) 


*Nursing (NU) 


*Primary Products Inspection (PI) 


Departmental address 


Department of Insurance Canada, Personnel Division, L’ Esplanade Laurier, East Tower, 
140 O'Connor St., Ottawa, Ont. K1A OH2 

Agriculture Canada, Personnel Administration Branch, Sir John Carling Bldg., 
Room 1052, Ottawa, Ont. K1A OCS5. This department also hires regionally. 
Transport Canada, Staffing Officer PNC/N, Place de Ville, Ottawa, Ont. K1 AON5. This 
department also hires regionally. 


Correctional Service Canada, Staffing Division, Sir Wilfrid Laurier Bldg., 340 Laurier 
Ave. West, 5th Floor, Ottawa, Ont. K1A OP9. This department also hires regionally. 
National Defence Headquarters, Directorate of Defence Scientist Careers, Ottawa, 
Ont. K1A OK2 

Indian and Northern Affairs Canada, Terrasses dela Chaudiére, 10 Wellington Street 
North, Hull, Quebec K1A OH4. This department also hires regionally. 


Indian and Northern Affairs Canada, Terrasses dela Chaudiére, 10 Wellington Street 
North, Hull, Quebec K1A OH4. This department also hires regionally. 

Health and Welfare Canada, Health Protection Branch, Tunney’s Pasture, Ottawa, Ont. 
K1A OL3 


Veterans Affairs Canada, P.O. Box 7700, Charlottetown, P.E.1. C1A 8M9. This 
department also hires regionally. 

Department of Justice Canada, Personnel Administration, Corner, Kentand Wellington 
Streets, Ottawa, Ont. K1A OH8 

Environment Canada, Atmospheric Environment Service, 4905 Dufferin St., 
Downsview, Ont. M3H 5T4 

Health and Welfare Canada, Nurse Advisor, Medical Services Branch, Jeanne Mance 
Bldg., Room 1130, Tunney’s Pasture, Ottawa, Ont. K1A OL3 


Veterans Affairs Canada, P.O. Box 7700, Charlottetown, P.E.|. C1A 8M9. This 
department also hires regionally. 

Agriculture Canada, Personnel Administration Branch, Sir John Carling Bldg., Room 
1052, Ottawa, Ont. K1A OCS. This department also hires regionally. 
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Occupational group 


Radio Operations (RO) 


*Research Scientist 
(SE-RES) 
Ships Officer 
Floating Plant (SO-FLP) 


Departmental address 


Transport Canada, Staffing Officer, Place de Ville, Ottawa, Ont. K1A ONS. This 
department also hires regionally. 


Agriculture Canada, Personnel Administration Branch, Sir John Carling Bldg., Room 
1052, Ottawa, Ont. K1A OC5. This department also hires regionally. 

Public Works Canada, Director General of Personnel, Sir Charles Tupper Bldg., 
Riverside Drive, Ottawa, Ont. K1A OM2 


Ships Officer 
Instructor (SO-INS) 
Trainee (SO-MAO) 

*Social Work 

Chaplain (SW-CHA) 


Translation (TR) 


University Teaching (UT) 


(This group is recruited only through 


military colleges.) 


Veterinary Science (VS) 


Transport Canada, Canadian Coast Guard, Chief of Staffing, Personnel Branch, Place 
de Ville, Tower A, Ottawa, Ont. K1A ON7 


Correctional Service Canada, Staffing Division, Sir Wilfrid Laurier Bldg., Room 501, 
340 Laurier Ave. West, Ottawa, Ont.K1A OP9. This department also hires regionally. 


Veterans Affairs Canada, P.O. Box 7700, Charlottetown, P.E.l. C1A 8M9 


Department of the Secretary of State of Canada, Terrasses dela Chaudiére, 15 Eddy 
Street, Hull, Quebec K1 A OM5 


Principal, Royal Roads Military College, F.M.O., Victoria, B.C. VOS 1BO 


Principal, Royal Military College of Canada, Kingston, Ont. K7L 2W3 


Directeur, Collége militaire royal de St-Jean, St-Jean, Quebec JOJ 1RO 


Agriculture Canada, Personnel Administration Branch, Sir John Carling Bldg., Room 
1052, Ottawa, Ont. K1A OCS5. This department also hires regionally. 


PSC offices across Canada 


Government of Canada Building West 
354 Water Street 

2nd Floor 

St. John’s, Newfoundland 

A1C 1C4 


Confederation Court Mall 

134 Kent Street, 3rd Floor 
Charlottetown, Prince Edward Island 
C1A 8R8 


Brunswick Building 
1888 Brunswick Street 
7th Floor 

Halifax, Nova Scotia 
B3J 1M8 


Central and Eastern Trust Building 
860 Main Street 

Suite 603 

Moncton, New Brunswick 

E1C 8M1 


Place Sillery 

1126 chemin St-Louis 
Room 205 

Quebec, Quebec 
Gis 1iES 


Guy Favreau Complex 

West Tower 

200 Dorchester Boulevard West 
8th Floor 

Montreal, Quebec 

H2Z 1X4 


Vanguard Building 
171 Slater Street 
Ottawa, Ontario 
K1A OM7 


180 Dundas Street West 
Suite 1100 

Toronto, Ontario 

M5G 2A8 


Crédit Foncier Building 
286 Smith Street 
Room 500 

Winnipeg, Manitoba 
R3C OK6 


Canadian Imperial Bank of Commerce Building 
1867 Hamilton Street 

Room 1010 

Regina, Saskatchewan 

S4P 2C2 


Capital Place 
9707, 110th Street 
2nd Floor 
Edmonton, Alberta 
T5K 2L9 


Precambrian Building 

4922, 52nd Street 

9th Floor 

P.O. Box 2730 

Yellowknife, Northwest Territories 
X1A 2R1 


700 West Georgia Street 
P.O. Box 10282 

8th Floor 

Vancouver, British Columbia 
WTAE ales} 


Yukon Centre 
4114, 4th Avenue 
Suite 302 
Whitehorse, Yukon 
Y1A 4N7 
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